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	Policy 8.10 - Bereavement Leave





I.
PURPOSE:

To provide time off for death of a relative, co-worker, or member of a co-worker's immediate family.

II.
POLICY:

An employee may be granted time off, not chargeable to accrued leave, following the death of the employee’s:  
Spouse


Step-grandchild

Child



Great-grandchild

Sibling



Step-great-grandchild

Step-sibling


Spouse’s child

Half-sibling


Spouse’s parent

Parent



Spouse’s step-parent

Step-parent


Spouse’s grandparent

Step-child


Spouse’s step-grandparent

Grandparent


Spouse’s great-grandparent

Step-grandparent

Spouse’s step-great-grandparent

Great-grandparent

Spouse’s grandchild
Step-great-grandparent
Other member of employee’s household
Grandchild

This leave may be granted for up to but not exceed five consecutive workdays (excluding holidays), nor should it exceed 40 hours. If a full-time employee normally works a ten hour day/four days per week schedule, the bereavement leave is four workdays (40 work hours). If additional time off is needed, the rules and policies on annual leave, sick leave, compensatory time, or leave without pay shall be followed.

Only employees in positions that qualify for leave accrual may be approved for bereavement leave. Part-time employees may receive bereavement leave in an amount pro-rated according to the number of hours they work. Hourly and intermittent (H&I) employees are not eligible for bereavement leave.

In determining the number of days off, the employee and supervisor should give consideration to the degree of relationship, travel, funeral arrangements, and related factors requiring the employee to be off duty.

1.
Death of other loved ones
1.1 
Absences due to the death of a loved one other than those listed above shall be charged to the employee's accrued annual leave, compensatory time, or to leave without pay.
2.
Requesting bereavement leave
2.1 
The employee shall notify the immediate supervisor of the intent to be absent due to the death of a relative or other loved one and upon return to duty, the employee shall enter leave into the Department Electronic Leave and Time Accounting (DELTA) system using code LWPBV and list the relationship to the deceased in the comments section.

3.
Death of a co-worker or relative of a co-worker
3.1 
Employees may attend the funeral of a co-worker or member of a co-worker's immediate family as a representative of the Department with the approval of the division director or designee. Time off for this purpose should be coded to REGLR. Travel expenses to attend the funeral will not be reimbursed by the Department. (Refer also to Administrative Policy 8.15 Administrative Leave)
4.
Exceptions to this policy
4.1 
Any exception to this policy requires approval of the Department Director or designee through administrative channels.
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References

· State Personnel Division Rules Manual –1 CSR 20-5.020(8) B.3. 
· Administrative Manual Policy 8.15 Administrative Leave.
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